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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION ._._.-__ -~ ~~ 
I_.yl_ -.-I ~__,_L -.----.-- __. r APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

.-LI__I_____. I__ - _~. 
-. 

Date Completed 

~ 

Telephone Number 
656-2960 . .  - __ 

~ 

-__ ---- -~~ . .- . 
FOR AGENCY USE 

4pplication Date Employees ' Retirement 
public School hnployees 

Atlanta, Ga. 30318 
4pplication N u m b  Two Northside 75, Sui te  400 

rPe r&n  to co Working Title 

1. Action Requested 

Division Director ~~ 

. - _ I _ ~ ~ ~ ~  ~ 

Glenn Dow ~ . '  
~. . ~- _. - _  _I__ ~~ .- . . ~ ~  

a. 
b. 

Estaoiisn Retention Schedule: record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

Check One: 0 Change;. ~-0 Super.cede;_ 0 Void .- . - ~ -- c. 0 - Amend -... ~ -~ ~~ ~ 

Series Title (followed by title used in office; if different) 

Employees Member Annual I n t e r e s t  Summary Fi l e s  ___~  -~ 

L. Dates of Seriea 
carliest Latest 

FY 1971 
i. Division atid Office Function' ~ What i s t h e  function of %e Division and the Office in which this record series i s  created? - 

--_ ~ .. - - ~ '. Record Series Description ~ This file contains, the following documents (include form numbers and titles, if any): . .  ~ . 
- Attach samples of the file. . ' > ~ .  

Documents . ... relating to: . - determi a t i v g  i-nterest  accured to. members .- of the public School 
- 

. ~~ 

r'&ent System. . .  
_ .  , _I 

- .  . . .  . .  .. ~. . ,  

Included'are: Computer output Microfi,lm (of f ice  and .security copY) ana bound volumes of annual 
in te res t '  swhary files.' which lists members n b e  and soc ia l  secur i ty  number, 
school system number, s t a t u s  code, yearly and cumula t ive  i n t e r e s t  amounts. 

(Note: Record s e r i e s  is  being converted t o  computer output microfilm (COM). From FY 1971 
t o  FY 1978 the  series is i n  bound volumes of computer pr in touts  and on magnetic tape a t  
WAS.,,These and succeeding years' of records w i l l  be placed on COM). 

File i s  arranged: 
. . \  

numerically by soc ia l  secur i ty  number. 

_ _ . _ _ ~ ~  - . ~_. - 
1. Monthly Reference Rate How often are records referred to which are: 

One to six months old 10 ; Seven to twelve months old Thirteen to twenty-four months old - 6 ? ~  -; 
.twentyfive months and older- 2 -? 

I. Annual Rate of Accumulationof Remrds 
Letter:size drawers ~ -~-'; Legal-size drawers , 

.~ __I _ _ _ _  ~ I _ _ ~ _  ~ _._._-__.__._______I. 

i - ; Shelves --, a Other (w'ecifyJ aPPOX - 1-2 bound.__ - 
volumes per year. 

--~~-.----~~.-~-~-- .._.__~ ~. _ ~ _ ~  ~~ 

3--50-71; Rav. 76 (Over1 

? 



~ -. c~ ~~~~ .~ ~ -- . ~ ~ ~ . . _ _ _  __ --- ~. --__ 
~ - ~ .- 

<- __ -___ -*.& 
a. I s  this the official copy of the series? b > 

,Es [.NO_l ~o,_(luestionnaire a c e  an "X" in thez@r-m&mn).._ 

K( - - I  ---Knot._wher&A?.> - -I__ .x  . - -.-. - _- -__ 
I 1 b. Boes the series contain confidential information requiring security handling? If yes, cite law or regulation. a 

- i  --I 

-1 -- 

-~ ____il_--_~-~~-lif 

__ -I-~- F_ 

-___ - -_ . I .A. .  c Is this -. a vital record? 
~ X ~.-  1 ~ d .  Does this series have historical or long term -- rese~~al~e~-h-I~ 

ratelv? ___ -_I__- 

X ma 

X . . ~ . I f . r e s a  

e. When one or two documents in the fi le make it necessary to keep the entire f i le for a long period, could these 

I-_I..-_ 

-.~?? L ~ ~ ~ L t h ~ ~ r ~ ~ ~ ~ i ~ ~ ~ i r r e d e r s r e r p u b l i s h e d ! _ l l f  &scamch.mpv. 

~~ 

9. ' i s  t Ad.&- e I ormation ~ - wntained in th is  series ever analyzedand/or recorded in a summarized report? 
gY, 

h. 1s there a duplication of th i s  series in your office, or in another office ar agency? 

- --1_--- 

W i l l  have o f f i ce  and secur i ty  copy. IfYes,yrhe&.. __-_ 
W i l l  be COM 

i~~wlarlrmicr~tfilmed? Present accumulaToT .- 
C-1- I i. I r t h i w Q u w o o r t i o d  
LlL L _ i L D o e r ~ a c o r d ~ d ~ ~ ~ ~ j ~ ~ ~ ~ ~ ~ ~ ~ ~ i " t o ~ ~ - - ~ _ _ _ - -  - - is bound c o m p u t e Y - m G  

X I 1  
11. Retention Requirements The following requires the series to be kept: 

0 
0 
0- 

- 
years. a. State Law --. --years. 

c. Federal law - -years. f. Federal retention instructions -yeart. 
b. Statute of limitation 

0 
50 
0- -- 

d. Audit period 
years. e. Administrative need I_- 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

This series i s  needed t o  provide accountabili ty f o r  each members i n t e r e s t  earnings. 
-, 

-_1_- ___ 
2. ADomved Disposition Instructions This agency recommends that the f i le series be cut otf at  tht end of each: 

-- 
, . 0 Calendar Year; Fiscal year; 121 Other > e b e h w  ~~~ --.then, 

0 Hold in the current files area -.--rnonth(s) ~ _ _ - _  year(s); then 
0 Transfer to local holding area, hold . - y e a r ( s ) ;  then 

Transfer to State Records Center; hold 
Destroy. 

0 Transfer to State Archives for permanent retention. 
a Other (Specie) 

Office COM Copy - Cut  off  f i les  end of each f i s c a l  year; hold i n  current  f i les  area 

--.year(s); then 

. .  50 years; #en destroy. .~ 
' Security COM Copy - Transfer M e d i a t e l y  ' a f te r  ~~ creat ion -~ to  %cords . ~.~ Center; hold 50 years 

then destroy. 
Bound Computer Pr intout  F i l e  - Cut,off  m e d i a t e l y ;  hold i n  current  f i l e s  area u n t i l  
(FY 1971 t o  FY 1978). ~ . ' 

- ~ ~ . ~ . ~ ~  ~ . -. -~ - 
ver i f i ca t ion  of COM- fiLe; ~. then destroy. 

~ ' '  (One-'time disposi t ion)  
.~ , 

~ ~ .~ . :., ~. 

. > . _  . . I / ,  
. ~ .  

- 
. .  . .  . .  . .  . . These instructions apply to a l l  prior and future accumulations of the series.' 

lecommendations in para- 
raph 12 are approved. 
'f disapproved, anach letter 
f explanation.) . 

. ~ .  .~~ 

_l__ 

1-50-71; Rev. 7 6  


